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STATINTL a ee ae nS RESTRICTED oe 
oe ee CCSNTRAL INTELLIGHMOE AGENCY ~ 
| te eet - Washington, D. 6. . me 
 STATINTL Cee ae oe eg oa AS - 
-. | ADIINISTRATIVE INSTRUCTION = 10 Octob 
< NUMBER 7 | ee tee | 


Saas SUBJECT: Employment Review Board and Procedures : Eee eee ee a 
STATINTL ge . ac eae: a gt ser eat | oe) te 8 Bt, 
ce ae - (This rescinds Mimintstrative Tnetructionl — Jaatea. 
a a, 31 July 1947). hav 


ee he Sub-péragraoh (c) of Section 102, Wational Security Act of 
1947 (Public Law 253 = 80th Congress), is quoted below: Poe “Sy 


"Notwithstanding the‘provisions of section 6 of the Act 
lof August 24, 1912 (37. stat, 555)y or the provisions of 
any other law, the Director of Central Intelligence may, 
“in his discretion, terminate the employment of any offi-. 
cer or employee of the Agency whenever he shall deem such 
termination nocessary or advisable in the interests of. 
the United Statos, but such termination: shall not affect 
the right of such officer or employee to*sools or accent’ a ae 
— employment: in any other department or agency of ‘the Govern- 
ment if daclared eligible for suck employment by the United 
“States Civil Service Commission," eas re 


"et 
ee 


owe ke ee This scction was enacted to enablo the CIA to maintain high” 
pele personnel standards ‘essontial to a national intelligence agency. 


Tree 


3 To Provide on’ inpartial reviow, and advice to the Director - 2 
in the just and equitable exercise of his discretionary power under tho...” 
Act quoted above, an Emloynont Roviow Board is hereby. appointod oa 

consist of; ee ee ee ae Sa ee ee 
: : y , ma ‘ : ; fe é 2 j 
Executive Diroctor. oe -—- Chairman 
oo ae Chief, Advisory Council | i =- Member | 
pO Tg 2 OO ONL oe ICAPS bat em Meme obo nt. ae 
oe eee ra ‘Executive for Adninistration ca Member and Recorder 
oe Pha Se and ‘Management’. . DO La Be Cima ae 
~Genoral Counsel °° tees Soe. Seay mombet without vote 
Executive for Inspection. 5 Lt Advisor to. the Board 
fies ee and Security: a a ~ . without vote =. 
Giro. aa. > Each Assistant Director .. ee Alternate members to sit. 
an OF ok ee BS eae atts with the Board at the dis-. 
neh cg yi Caen seis cretion of the chairman . |” 
Pons . , Should three rogular voting a 
co dares: nenbors not be-available, — ae oe 


H 

| 

eg a jhe lay Bvory. caso, involving involuntary termination of & CIA’ aa 
jf Saployee ‘Will -be forwarded by’ the head of tho aypropriatc Offico or Start ” 
Los i> Section to the Chior, Personnel Branch, A&M; togethor with all applica~ 

| ‘ ble reports of investigation ana othor portinent records, . +: 
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fhe te the Chief, Personnel. Brarich, ‘determines that final ade 
ministrative action by his office is. not feasible, he shall immediately | 
forward the record directly to the Board for its consideration, | 


Ge. At the time recerds are forwarded to the Board the Chief, 
Personnel Branch, will notify the individual concerned that he is suse 


- Pended from duty under the provisions of this memorandum due to failure 
to meet the high CJA standards for its. employees, and will include in the 
notice the follo ng information: = a ee 


(1) The case wi12 be considered by the Board within — 
two weeks after date of the notice, ok 
(2) Inquiries in connection with suspension notices: 
should be made to the Chief, Personnel ‘Relations Division, 

, Personnel Branch, ite ae ae er : a 

*e, _ (3) The employee may submit to the Personnel Relations 
. Division, Personnel ‘Branch, ‘a'rritten statement to be cone 
ee S Sidered by the Board or a request to ‘appeor in person before 

: the Board,. No individual will be brought to Washington at - 
Government expense to appear before the Board,  , 

d. Suspension notices will be sent by registered mail to the 


cape Sedeoea ® individual being Suspended, requesting return rew 
ceipt, i fi : ; é 


ments received from suspended employees, 


b, Forward directly to the Board recorder written state- 


cee ee Ty The Board wil} give full consideration to each case, include 
ae ing voluntary written or verbal statements of individuals concerned, 
Sea and such additional evidence as may be deemed necessary, and prepare a — 
Poss. wed tten recommendation to the Director, The recommendation will be 
es ing member of the Board, noting concwrrence or none: 
_ 2Oneurrence in each case, _ Any member including the Law member ‘and’ 
oe - tha Livi gos. may tipper an.indtyiduay signed. comment, :, ‘The complete 
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regord: of ‘each case considered ‘by the Board pil): be attached te the a 
Board's recommendations for the infornation of the Director. 


Sisto ha as - - - : SE 


8, The Director's determination in each case will be final, If — : or 
. _. . his deeision is to terminate employnent, notice of separation to the 
Poe 22 eae Civil Service Commission will state only that separation is accomplished oer, A 

ES ee by order of the Director under authority granted by sub-paragraph (c) . 


Hae of Section 102 of the National Security pot of 1947, without further - oes a 
| sa AS a amplification, 3 | 


R. #H,.HILLENKOETTER 
. Rear Admiral . USN 
Director of Contral Intelligence 
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(CENTRAL INTELLIGENCE AGENCY . 
Washington, D,.c, — 


i a. TIVE INS sonroRESTRICTED cr 
MINISTRATIVE INSTR 


14 November 1947 


| SUBJECT: Employnent Review Board and Procedures 


(This rescinds Administrative Instruction f= 1] 
— dated 10 October 1947): 


1.°- Sub-paragraph 


3 , h (ce) of Section 102, National Seevrity Act of 
1947 (Public Law 253 - 80th Congress) , is quoted below: 


"Notwithstanding the provisions of section 6 ef the 


— Act of August RA, 
of any other lew, 


1912 (37 Stat. 
the Director of Central Intelligence 


may, in his discretion, terminate the employment of 


Commission," 


2. ‘This section was enected te enable the CIA to maintain high 
personnel standards essential to a national intelligence agency, — 


. 3, To provide an impartial review, and to edvise the Director 
in the just and equitable exercise of his discretionary power under 
an Employment, Review Board is hereby appointed 


the Act quoted above, 
to consist of: |. 


/ Executive Director 
Chief, Advisory Council 
Chief, IcapS ~ 


Executive for Adninistratio 


. and Management 
General Counsel 
Executive for Inspection 

_ and Security 
Assistant to the Executive 
—... Direetor — 


the right of such officer or employee 
to seek or accept employment in any other department 
or agency of the Government if declared eligible for 
such employment by the United States Civil Service 


mn 


ieee” eas member without vote 


Assistant to the Chief, ° = 


care . Advisory Council | 
Each Assistant Director 


Sos. 2 a 


er Alternate members to sit 


4 


RESTRICTED = 


ore Member 


e~ Alternate Recorder without 


v- Chairman 
o- Member 
o= Member. 


ve Advisor to the board: witheut. 
vote oa ua 
ve Recorder without vote. 


- vote 
_ with the Board at the dis- 
_ cretion of the chairman 
. Should three regular voting 
. Iembers not. be available, 


ae 


om x, 


wl } 3 


he ae 
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Every case involving involuntary termination of a CIA. 


éuployes will. be forwarded by the head of the appropriate Office or 
_ Staff Section to the Chief, Personnel Branch, A&M, together with all 
“applicable reports of investigation and other pertinent records. - 


b. 


(1) If the Chief,. Personnel Branch, determines that 
final administrative action by his office is not feasi- 


ble, he shall immediately forward the record directly 


to the Board for its consideration, 


/(2) ‘The Board will make a preliminary review of each 


case and determine whether, in its ovinion, there is 


sufficient evidence tc warrant forma: beard proceedings 
and recommendations to the Director, If formal board 
proceedings are not considered feasible, the chairman 
will return the records to the Chief, Personnel Branch, 
stating, over his signature, that in the oninion of 

the Board there is not sufficient evidence to werrant 
Board action in the case. | 
(3) If the evidence presented is considered sufficient 
for formal Board proceedings, the Chief, Personnel 
Branch, will. be informed in writing by the chairman of 
the Board, who will instruct him to place the indivi- 
dual concerned on leave under the provisions of this 
directive (with pay to the extent of accrued leave 


and. without pay in excess thereof), and transmit to 


him a written notice including the following informa= 
tions 
(a y. That information has been see ees to the © 
‘Enployment Review Board indicating the pnssibili- 
_ty'that the termination of his employment with 


CIA: may be necessary under the provisions of the 
lew quotéd in paragraph 1 of this directive. 


(ob) That his case will be considered by the 
Board within ten days after date of notificetion. 
(In cases of individuals who are employed by CIA 
in other then the Washington erea, the period of 
time will be extended to three weeks to enable 2 
the individual concerned either to appear at. his 
own expense or to submit a written ‘statement for 
consideration). 


~ (e) Inquiries in connection pith sitgpension 
... notices should be made to the Chief, Personnel 
ma Relations (Division, Personnel Branch, 


(a) The employee may submit to the’ Personnel Re= 
lations: Division, | Personnel Brench, a written 

- statement to be considered by the Board or a request: to. 
appear in person before the Board. No indivie 
dual will be brought to Washington at Beverene 


ecreee e pear before the ae 
RESTRIC a 


ITED 
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(oe). .The employee may resign voluntarily under 
circunstances indicated belows - 


ie 


ie 


f. 


(1). “At any..tine prior. to the Jirector's | 
action on recommendations of the Board. 


(2) + When resignation is not submitted prior 
to the Director's action, and the Director 
determines that employnent should be ter= 
mineted, the Director may authorize that — 
the employee be afforded ea further oppor= 
tunity to resign within 48 hours efter re- 
ceipt of notification to that effect. In, 
such circumstances, if resignation is not 
submitted within the indicated period, em- 

- ployment will be terminated under the au=- 
thority quoted in paregraph 1 ebove. 


(f) When circumstances permit, more specific 
basis for Board action will be specified by the 
ehairman of the Board to be included in the 
netice to the employee concerned. 


c. The notices specified above will be sent by registered 
nail to the home address of the individual being placed on » 
‘leave under these circumstances, with return receipt re= 
quested. _°% 


d,. Prior to the dispatch of notices to individuals, the 
head of the office or staff section in which the individual 
concerned is employed will be notified personally, either 
verbally or in writing, by the Chief, Personnel Branch, 

of the action initiated. | | 


5, The Executive for Inspection and Security may refer directly 
to the Board any case arising within the scope of his functions, In 
such cases action will be taken by the Board in. the same manner as 


' for cases covered under paragraph 4 above except that records which 
are returned by the chairman on the basis of insufficient evidence 
will be returnsd directly to the Execttive for Inspection.and Security. 


6, The Chief; Personnel Branch, wills 


Be Ascertain at the earliest practicablc date, the names . 

of individuals placed on leave under the. provisicns of this 
directive who desire to nake statenents in person before the 
-. Board, and will arrange a schedule for such appearances directe 
ly with the Board recorder. i, 1 7 


Bh Forward directly, te the Board recorder written staté= 
nents, received, from individuals placed on leave under the prow 
visions of this directive’. 


RESTRICTED = 
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abe: 1. In those cases where formal proceedings are docided on, 
be an the Board will give full consideration to cach case, including volun- 
tary writton or verbal statements of individuals concerncd, and such . 
_ additional ovidence as may bo deomed necessary, and preparc a written | 
 Pecormendation to. the Director, The recommondation will de Signed 
. » dy cach voting meombor of the Board, noting concurrence or: non~concure 
sew ‘renee in each case, Any momber including “the ‘Law momber and the 
édvisor may oppend an. individual’ signed comment, The complete record 
) co & " of cach case considered by the Board will be attached to the Board's 
| 3) + yecommondations for the information of tho Director, _ Py ¢ 


. 8, ‘The Director's determination in cach ense considered for~ 
a mally by the Board will be final, If his decision is to torminate 

on _ employment, notice of soporation to the Civil. Service Commission 

iS, ef me wiil state only that soparation is accomplished by ordor of the 

: _ Dircetor undor authority erantod by ‘sub—parngrmph (c) of Section 102 
(of tho National Security Act of 1947, without further amplification, — 


oe ee ies, : | | 
' i ; File os to 


- Ropr Admiral, USN 
Dircetor of Central Intelligence 


DISTRIBUTION, To oll OIA omployecs 


Release: 2006/14/06 CIA-RDP81-00728R.000100010023 


1 


Me ¢, 


Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010023-7 


4 
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| Ba a Meee SRESTRICIED sto ie, egy cu heres Me 
pies ag | CENTRAL INTELLIGENCE AGENCY , Te 
eee Boe. _ Washington, DU. se ; ‘ : Je 
STATINTL ’ oa te Gg 
ee Se ADMINISTRATIVE INSTRUCTION =) | 1h November 19h? 
STATINTL - NUMBER ta, sey fie Getta. © 3 . oa eer 


SUBJECT: Bmployment Review Board and Procedures 
(This rescinds Administrative taotruction] | 
| ‘dated 10 October 19h7) | : 


2 1, Sub+paragraph (c) of Section 102, National Security Act of | ae 
a3 197. (Public Law 253 - 80th Congress), is quoted below: rae 


"Notwithstanding the provisions of section 6 of the 
Act of August 2h, 1912 (37 Stat.555), or the provisions 
oa of any other law, the Director of Central Intelligence 
| . may, in his discretion, terminate the employment of 
any officer or employee of the Agency whenever he shall 
| deem such termination necessary or.advisable in the | 
interests of the United States, but such termination 
shall not affect the right of such.officer or employee 
to seek or accept employment in any other department 
or agency of the Government if declared eligible for 
such employment by the United States Civil Service _ 
| Commission." — 


2. This section was enacted to enable the CIA to maintain high 
personnel standards essential to a national intelligence agency. 


ey 3, To provide an impartial review, and to advise the Director 
reeds in the just, and equitable exercise of his discretionary power under 
the Act quoted above, an Employment Review Board is hereby appointed 
to consist of: . : pe 


Executive Director -- Chairman 


an - Chief, Advisory Council = = == Member 
| ne | . Chief,. ICAPS ~- Member 


Executive for Administration -- Member — 


and Management vet ae 

_ General Counsel ete ~~ Law member without vote. 

_ Executive for Inspection | -- Advisor to the board.without 
Z and Security a Coe vote © 
be Assistant to the Executive  . -<~ Recorder without vote eS 
- Director | Aes ee : 5 
Assistant to the Chief, = = Alternate Recorder without 4 
ie sae Advisory Gouncil = _ . “woote.. a 
te _ Each Assistant’ Director) = Alternate members to sit | 
el, Pee Cee SARs ers. seth the Board at, the dis- 
iC cretion of the chairman = 
al a ee should three regular voting ~ 
|" (5590) pea te  Snenibers not be available. 06. (80) i 
Be oe ae : : 
| RESTRICTED : 
NPC a Ss ca ent liesbtecl aptNiatetetireitettemcs (iba ahs Phase ool rn Satie Nc ne eer eee eee Oe et PO i 
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: ‘ ee 
lh. a. Every case involving involuntary termination ‘of e CIA oe ee es ms 
employee will be forwarded by the head of the appropriate Office or . — 
Staff Section to the Chief, Personnel Branch, A&M, together with all 4 
applicable reports of jnvestigation‘ and other vertinent records. : se 
i be (1) If the Chief, Personnel Branch, determines that 
Eb final administrative action by his office is not feasi- a 
- ple, he shall immediately forward the record directly . oe: 
| to the Board for its consideration. 7 
: (2) The Board will make a preliminary review of each 
7 Gase and determine whether, in its opinion, there is — i 
” sufficient evidence to warrant formal board proceedings } 
, and recommendations to the Director. If formal board) i 
4 . proceedings are not’ considered feasible, the chairman 
will return the records ‘to the Chief, Personnel Branch, 
: stating, over his signature, that in the opinion of: : 
‘ the Board there is not sufficient evidence to warrant | 
Board action in the case, 
| (3) If the evidence presented is considered sufficient : 
i for formal Board proceedings, the Chief, Personnel © “ 
i 7 Branch, will be inforired in writing by the chairman of 
7 ‘ the Board, who will instruct him to place. the indivi- 
dual concerned on leave under the provisions of this 
| ' directive (with pay to the extent of accrued leave ~ 
Ps and without pay in excess tiereof), and transmit to 
| i him a written notice including the following informa- 
pS tions 
is (a) That information has been presented to the 
Employment Review Board indicating the possibili- 
Re ty that the termination of his employment with 
be CIA may be necessary under the provisions of the 
t law quoted in paragraph 1 of this directive. 
i 
(bo) That his case will be considered by the 
i Board within ten days after date of notification. 
i (In cases of individuals who are employed by CIA 
'4n other than, the Washington area, the period of 
time will be extended to three weeks to enable 
the individual concerned either to appear at his 
| own expense or to submit a written s tatement for 
| consideration)... . pe Oy 
(ce) Inquiries in connection with suspension 
notices should be made to the Chief, Personne 1 
Relations Division, Personnel Branche 
i . : mo 
eae ee ee ee (a) The employee may submit to the Personnel Re- | 
Pa & lations Division, Personnel Branch, a written 
. ee statement to be considered by the Board or a request to 
i 7 iA appear in person before the Board. No indivie. 
"dual willbe brought to Washington at government 
‘expense to appear before the Board. i 
| 2. 
[ ceca asin iD enreammnariacenmnnsanrnercan nt amctnnats bara ee tae corse 2 metnaceammni tmmnenetentemar eres ree 
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| (e) The employee may resign voluntarily under 
circumstances indicated below: - 


(1) At any time prior to the Director's 
action on recommendations of the Board, © 


(2) When resignation is not. submitted prior 
to the Director's action, and’ the Director 
determines that employment should be ter- 
minated, the Director may authorize that 

_ the employee be afforded a further. oppor- 
tunity to resign within 8 hours after re- 
ceipt of notification to that effect, In 
‘such circumstances, if resignation is not 
submitted within the indicated period, em= 
ployment will be terminated under the au- 
thority quoted in paragraph 1 above, : 

. (£). When circurstances permit, more specific 

basis for Board action will te specified by the 
chairman of the Board tec te included in the 
notice to the employee concerned. — 


Co The notices syecified above will be sent by registered. 
mail to the home address of the individual being placed on 
leave under these circumstances, with return receipt re- 
quested, . 


d. Prior to the dispatch of notices to individuals, the 


head of the office or staff section in which the individual 


concerned is employed will be notifiod versonally, cither 
verbally or in writing, by the Chief, Personnel Branch 3 
of the action initiated, : 


Be 
to the Board any case arising within the scope of his functions. Tn 
such cases action will be taken by the Board in the samc manner as 
for cases covered under paragraph | above except that records which 
are returned by the chairman on the basis of insufficient evidence 


6. The Chief » Porsonnel Branch, will: 


a. Ascertain at the earliest practicable date, tho names 
_ of individualsplaced on leave under the provisions of this 
‘directive who desire to make statements in person before tho 
Board, and will arrange a schedule for’ Such appearances diroct 
ly with the Board recorder, meg | 


be Forward directly to: the Board recorder written state- 


ments received from individuals placed on leave under the pro- 
‘visions. of, this directive. - 7 


ye. 


RESTRICTED 
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The Executive for Inspection and Security may rofer directly 


will be returned directly to the Executive for, Inspection and Security. 
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ee 7. In-those cases: eee ‘rérmai’ arovecaiias are decided ony: 
' the Board will give full consideration to each case, including volun 
tary written or. verbal statements of individuals concorned, and such 


additional cvidence as may be Gcomed necessary, and: prepare a written: - 


recommendation to the Director. The recommendation will be signed 
by each voting member of the Board, noting concurrence or non-concur- 

rence’ in cach case. Any mombor including the Law member and the 

Advisor. may appond an individual signod comment, The. complete record 


, Of @ach case considered by the Board will be attached to the Board's | 


Bee care eons) for the information of the Diroctor,. 


8.° The Dirsevonts. determination in eth case considered for= 
mally by the Board will be final. If his decision is to terminate 
employment,’ notice of separation to the Civil Service Commission 
will state only that separation is accomplished by order of the 
Director under authority granted by sub-paragraph (c) of Section 102 
of the National Sect Act of ae without further amplification, 


RH. HILLENKOSTTER’ 
Rear Admiral, USN | 
Direetor of Central Intelligence 


DISTRIBUTION: To all CIA employees 


fa EMM IES ener emily i rpms airs at Ske S18 pe rca canna toaiopigar thi pe inseam abuse T Gna nisinrntidal antes aad aR 


~ Approved For Release 2006/11/06: CIA:RDP81-00728R000100010023-7.- 


STATTNALL 


Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010023-7 


v; : 4 . i : 4 e , 


[. mee : cvman Remo bdGhE Dooney SLL bey “ heel oe 


© STATINTL- 
bee Washington, D, C. 


- ‘DME STRATIVE za aman a wn : ‘10 October 1947 
SUBJECT: Employment. ‘Review Board and Procedures 


(this rescinds’ Administrative Instruétion Jaatia 
| 31 July 1947) 


~STATINTL 


| .: Spee: (c) of Section 102, Natdonal Security Act of 
“1947 (pits Law 253 = 80th Congress) ,: is quoted below: 


"Notwithstanding. ‘the provisions of section 6 of the Act 
of August 24, 1912 (37 Stat. 555), or the provisions of | 
any other law, the ‘Director of Central Intelligence may, 
in his discretion, terminate the employment of any offi~ 
_. eer or employee of. the Agency whenever he shall deem such: 
. termination nécessary or advisable in the interests of : 
bas the. United States, but such termination shall not affect 
oes —- ': the right of such officer or employee to seek or accept 
Le _ employment in any other. department or agency of the Govern~ 
- ment if declared eligible for such ; empleyment by the United 
; States Civil Service Commission. Me 


2. ‘This section was enacted to enable the. GIA to ‘qninaah high 
“Personnel standards SReCnMAS, to a national intelligence agency, ee 


38 To. ‘provide an impartial review, and advice to the Director : 
in the just and equitable exercise of his discretionary power under ‘the. 
Act’ Ist of: aaa an sere net Board is Gee cue to fiat 
poastes of: - 


a 


irc es Directes og oe ‘Ghadrnen : 


. Chief, Advisory Council = <= Member 
-- Chief, ICAPS «- Member 


: . Executive for. Administration Sad Member and Recorder 
and Management _ ad 


"General Counsel es oa “Ler member. without vote 
. Executive for Tuipestdai ew Advisor. to the board 
| - and Seeurity. a without vote 


Hach Assistant paaue Paes Alternate members to sit 
o  whth the Board at the dise . 
-eretion of the chairman — 
. should three regular voting 
members not, ba: available, — 


a Bee iba ae fever case daepiving: involuntary termination of a. Ia 
ees ‘employee! will be forwarded. by the head of. the appropriate Office. or Steff. 

*- Section. to the: Chief, Personnel: Branch, “ARM. together with all so oe 

BE gia? pele 2 Feports: of seveetieation and: other, Pertinent records, ot oe . 


“RESTICED 


Sa 
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=D, ‘te the Chief, Personnel Branch, deterniiies that. final. ad= 


ministrative action by his office is not feasible, he shall immediately — 
forward: the record directly to ‘the Board. for. its sponestaerations me 


Ce At the time. recerds are forwarded to the Board the Chief, 


Personnel Branch, will notify the individual concerned that he is sus=- 


pended from duty under the- provisions of this’ memorandum due to failure 


_ to meet the high CIA standards for its employees, and will include in the | 
me notice the following information: “Rn Se 


(1) | the case “wild. be echeidcned by ‘the Boerd within 
two weeks after. date of the nothee s + 


(2) ‘Inquiries. dn connection: with: lapensien notices 
should be made to the mia poraonned, Relations Dav eten, « as 
| Personnel Rranch, ” pee Se 


(3) The ani oyes may ; submit to the Personnel ‘Relations 
Division, Personnel Branch, a written statement to be con= 
sidered by the Board or a request to appear in person before 
the Board, No individual will be brought te Washington at 
“government expense ba appear before me Board. 


| ad, Suspension aetece will. be sent. by ‘celiatenbs nail to the 
home address of the individuel being. ss Rede eane return re= 


! 


5e The Executive for Inspection and sanusite may refer. directly ; 
to the Board any case arising within the scope of his functions. He 


will immediately inform the. Chief, Personnel Branch, of such reference © 


and the basis therefor, requesting suspension and: notification oF the » 


Andividual concerned | ag ‘provided by paragraph 4 Bbeves 


7 Oy The Chief,. ‘Personnel Branch, wills” ae | ho co, 


Be Ascertain ‘at the carliest spagthoabhe: date, the names 
of ‘suspended | individuals who desire to‘make statements in per= 
son. before the Board and Wil arrange a schedule for ‘such 
appearances directly ma ee the Board Fecorder. 5 ie 
; be Forward. directly: to” the. Beard recorder written stator 
ments Pacetred from suspend employeese, . 


| 7. ‘The Board will give full consideration to eneh. case, include © 


. ing-voluntary. written or verbal statements’ of individuals concerned, 


and such additional evidence as maybe deemed necessary, and prepare a 


oo written recommendation to. the Director, . The recommendation willbe — 


-aigned by : each voting member of the Board, noting concurrence op. non. 
oncurrence in each case. Any member. including the Law member and -' 


a the: bie cae ubperd an eure baa compen be: The: pomptete: oe 
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[ae ani RESTRIGIED:, 2 ee 
_ -weeord of each case considered by the ‘Board will be abtscha to the 
Boe aboora's recommendations for the information of the Director, 


: 8, The Director's. determination in each case will be finol, If a os 
his decision is to terminate employment, notice of separation to the . 

_ Civil Service Commission will state only that separation is accomplished 
‘by order of the Director under authority granted by sub-paragraph (c) 
of Section 102 of the National ee Act of mae without further 
amplification, . . 


R. H. HILLENKOETTER 
Rear Admiral USN . 
Director of Central aug! 
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a ME‘jORANDUM_ or e 
me Z NUMBER [ " Yo 31 July 191.7 
3 Subject r Employment Review. Board — | 3 


EFFECTIVE WITH ESTABLISHMENT OF CIA. 


Subeparagraph (co) of Seotion 102, National Security 
Act of ere (Publte Law 253 = 80th Congress), | is quoted bélows: | 


"Notwithstanding the provisions of section 6 of the Act of 
August 2l;, 1912 (37 Stat. 555), or the movisions of any 
other hw, the Director of Central Intelligence may, in | 
his discretion, terminate the employment of any officer 
or employee of the Agency whenever he shall deem such 
termination necessary or advisable in the interests of 
the United States, but such termination shall not affect - 
the right of such officer or employee to seek or accept 
employment in any other department or agency of the 
Government if declared eligible for such is ate by | 
the United States Civil Service Commission, 


: 2. This Aeetion was enacted to enable the CIA to maintain 
high personnel standards essential to a national intelligence 
agency. 


. 3. To provide an impartial review, and advice to the 
Director in the just and equitable exercise of his discretionary 
power under the Act quoted above, an. ete pevicy Board is 
hereby appointed to consist of: 


Executive Director -= Chairman 


General Counsel -- Law Member 
Executive for Administration 
and Management oo Member and Recorder 
Executive for Inapestion Ad 3% 
and aterlds ee Advisor to the Board 


without. vote 


| le Every. case involving involuntary termination of a 
cra employee will be forwarded by the head of the appropriate 
Office or Staff Section to the Chief, Personnel Branch, A&M, 
together with all applicable reports of investigation and other 
pertinent records, If the Chief, Personnel Branch, determines 
that final administrative action by his office is not feas ible, 
he shall immediately forward the record directly to the Board 
for its consideration, The individual concerned will be notified 

that for stated reasons he is suspended from duty and the date | 
on which the Board will consider his case. Such date will normally 
be not less than ten days later then the date of the notice, 
Inquiries of employees concerned mist be addressed to the Chief, — 
Personnel meee iene Pee tesOuy Personnel Prenehs Atl, 


RDP81-00728R090100010022 
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Cation of the individual concerned aa provided wy paragraph | above, 
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ae. 5S» The Executive for Inspection and Security may refer = = 
directly to the Board any case arising within the scope of his functions, 
He will immedfately inform the Chief, Personnel Branch, of such . 8 
reference and the basis therefor, requesting Suspension and notifie 


be «After full consideration of each case, including such 
additional evidence as may be required, the Board will prepare a. 


_ written recommendation to the Director containing a summary of the | 


facts and basis for the recommendations, Each voting member shall | 


note his concurrence or nonecurrence on the record of the Board's 


proceedings, Any member, including the Executive for Inspection and 


Security, may append his individual comments, 


| The Director's determination in each case will be | 


ees 7 
final, If “nis decisién is to Serminate employment, notice of 


separation to the Civil Service Commission wili state only that . 
separation 18 accomplished by order of the Director under authority 

granted sub-paragraph (c) of Section 102 of she National Security 
Act of 1947, without further amplification, | x 3 


SIGNED 
ie H, HILLENKOETTER 


Rear Admiral, USN 2a 
Director of Central Intelligence | 


ATTACHMENTS: NONE 
DISTRIBUTION: All CIG employees — 


| Cobpprovan 


sep. aga7 8074 gion < See : oe “SEP 1947: 


EINE hea ce r ONFIDENTIAD SECRET wwe RESTRIC™“D CONFIDENTIAL | SECRET. 
- a0 wil R Ch APTCR ON TOP"AND BOTTOM). — apENDER WILL CIRETEt, __ SIFACATION FOP. AND BOTTOM) a 


CENTRAL INTELLIGENCE AGENCY ~ 


» CENTRAL INTELLIGENCE AGENCY | NCE | 
OFFICIAL ROUTING SLIP | 


| OFFICIAL ROUTING SLIP 
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REMARKS: Conca, i Basen fw 
a TE tt BO 


- [LT stenature 
[J RETURN 


C7 iaroruation 


[approvat. - 
[1 bree RepLy | 


OMMENT 


“SECRET 


FORM NO. 


UNCLASSIFIED UNCLASSIFIED | _ 


_ CONFIDENTIAL C RESTRICTED. 


30-4 


FORM NO. 


Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010023-7 


ZR A, 


‘Approved For Release 2006/11/06 : CIA-RDP81-00728R000100010023-7 


DRAFT: - 

6 Nov. 4/7 ” 
~ ADMINISTRATIVE INSTRUCTION ae = ‘ ee? pe os oe ‘ 

BER a Re hd cage ae re 


SUBJECT : Employment Review Board and Procedures 


STATINTL 


STATINTE, (This rescinds Administrative Instruction|____|datea 10 oct. 1947) 


ee Sub=-paragraph (c) of Section 102, National Security Act of 1947 (Public. 
Law 253 = 80th Congress), is quoted below: ee Roe gts | 


"Notwithstanding the provisions of section 6 of the Act of August 
24, 1912 (37 Stat. 555), or the provisions of any other Law, the 
nie ( 5 Director of Central Intelligence may, in his discretion, terminate 
: so 4 . ° the employment of any officer or employee of the Agency whenever he 
“y i ae shall deem such termination necessary or advisable in the interests 
po Tee. 3 of the United States, but such termination. shail not affect the. 
ae yo. right of such officer or employee to seek or accept employment in 
b _ any other department or agency of the Government if declared eli- 
to: iat ~ bt gible for such employment by the United States Civil Service Com= 
Pe Mey Wes. wees mission." | : ; . 


fe as 2 This section was enacted to enable the CIA to maintain high personnel 

ou Standards essential to a national intelligenc: agency. 

: a: 7 . : | . “eae giarin€s, Pong 
ere . 5e To provide an impartial review, and “kd¥iee—te) the Director in the just 

2 : and equitable exercise of his discretionary power under the Act quoted above, 


ae an Employment Review Board is hereby appointed to consist of: 


‘Executive Director =- Chairmen 


Ef tates _ Chief, Advisory Council ==» Member 
Chief, ICAPS ~- Member 


Executive for Administration «- . Member 
a) and Management 


: General Counsel _s- Law member without vote | 
at Executive for Inspection -- Advisor to the board without vote 
i and Security | . : ee | 
7 Assistant to the Baecutive “= Recorder without vote 
va Director a. jee 
be _ Assistant to the Chief, ~- Alternate Recorder without vote 
; Advisory Council . 


Each Assistant Director. -- Alternate members to sit with the 
| Board at the discretion of the 
chairman. should three reguler 
_ voting members not be available. 


4 a. Every case involving involuntary termination of a CIA employee will 
be forwarded: by the head of the appropriate Office or Staff Section to the Rt 


Chief, Personnel Branch, A&M, -together with all applicable reports of 
investigation and other. pertinent records, ont y diss 


serena nr sesethcanntaraetoramemmeamenemenetarenemmr tanta ene 


i | 


i 
: 
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4e be (1). If the Chief, Personnel Branch, determines that final admin- 
istrative action by his office is not feasible, he shail immediately | 
forward the record directly to the Board for its consideration. | 


(2) The Board will make a preliminary review of each case and 
determine whether, in its. opinion, there is sufficient evidence 
to warrant formal board proceedings and recommendations to the 
Director. If formal ‘board proceedings are not considered feasi=- 
ble the chairman will return the records to the Chief, Personnel 
SD. Branch, stating, over his signature, that in the opinion of the 
_ Board there is not sufficient evidence to warrant Board action 
dn the case. pon — 


_ (3) If the evidence presented is considered sufficient for formal 
‘Board proceedings, the Chief, Personnel Branch, will be informed 
in writing by the chairman of the Board, who will instruct him. to 

place the indivi {ite pepoerned on leave wkth™pay under the provi- 


nd transmit to him a written notice | 


his 
neluding the 


Ollowing information; 


(a) That information has been presented to the Employment 
Review Board indicating the po ssibility that the termination 
of his employment with CIA may be necessary under, the. provi- 
‘Sions of the law quoted in.paragraph 1 of this nate. - 
(>) That his case will be corsidered by the Board within 

ten days after date of notification. (In cases of indivi- 
duals who are employed by CIA in other than the Washington 
area, the period of time will be extended to three weeks to 
enable the individual concerned either to appear at his own 
expense or to. submit a written statement for consideration). — 


j a 43 (ce) Inquiries in connection with suspension notices should 
foe, Ph, _ be made to the Chief, Personnel Relations Division, Personnel 
tO ; . _ Branch. : —— 


) »  (d) ‘The employee may submit to the Personnel Relations Divi- | 
b Sion, Personnel Branch, a written statement to be considered 
by the Board or a request to appear in person before the 
Board. No individual will be brought to Washington at gov- 


ernment expense to appear ‘before the Board 


(1). At any. time prior to the Director's action on. 
~ recommendations of the Board, — . 


ESR ESE Lamnoretet aes py eren sane 


(2) When Resignation is not submitted prior to the 

Director! Ss action, and the Director determines that 
employment should be terminated, the Director may -eae— 
om mr authorize that the employee be afforded _ a 
a further opportunity to~_—m/!. resi gna within — - 
48 hours after receipt of notification to that effect. i 
: yy f in such circumstances, if resignation is not oe 


ee 


EBM within the indicated period, employment will? *~ 
be terminated under the authority quoted in paragraph 1 


abovee . 
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i as (3) (£) . When, sgeeirctreebed, more specific bas@s for Board action 
in the notice to the employee concerned. 


Ce The notices specified above will be sent by registered mail to the 
home address of the individual being placed.on leave under these cir- 
cumstances, with return receipt requested. 


de Prior to the dispatch of notices to individuals, the head of the 
office or staff section in Which the individual concerned is employed 
will be notified personally, either verbally or in writing, by the 


Chief, Personnel Branch, of the action initiated. 
5. The Executive for Inspection and Security may refer directly to the 


will be taken by the Board in the same manner as for cases covered under. para- 
graph 4 above except that sords which are retumed by the chairman on the 
basis of insufficient evidence will be returned directly to the Executive for 
Inspection and Security. . 


6. The Chief, Personnel Branch, will; 


a Ascertsin at the earliest practicable date, then mes of indivi- 
duals placed on leave under the provisions of this nde oF desire 
to make stetements in person before the Board, and will arrange a schedule 
for such appearances directly with the Board recorder, . we 


from individuals placed on leave under the provisions of this ° 
7. In those cases where formal Proceedings are decided on, the Board will 

give full consideration to each case, including voluntary written or verbal 

~; ° .- statements of individuals concerned, and such additional evidence as may be 

“| deemed necessary, and prepare a written recommendation to the Director. The 

recommendation ‘will be signed by each voting member of the Board, noting con- 

currence or non-concurrence in each casee Any member including the Law member 

and the Advisor may append an individual Signed comment. The complete record 

pe 3 of each case considered by the Board will be attached to the Board's recommen- 

|. dations for the informatior. of the Director. 


8. The Director's determination in each case considered formally. by the’ 
Board will be final. If his decision is to terminate employment, notice of 
separation to the Civil Service Commission will state onby that separation is 
accomplished by order of the Director under authority granted by sub-paragraph 
(c) of Section 102 of the National Security Act of 1947, without further 
amplification. . PW yk: ee ne , : | 


R. H. HILLENKORTTER 
Rear Admiral, USN. 
'. Director of Central Intelligence 
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will be specified by the chairman of the Board to be included 


i" Board any case arising within the scope of his functions. In such cases action 


De Forward directly to’ the Board -vedérder written aeiae igege* 


« 


cit ce ote ett eases 


_ SUBUECT: Procedure Covering Employee Review Board Actions 


PEASE ai NE nS RET: REARS PRONTS Nal hag 


" Approved For Release 2006/11/06 - CIA-RDP81-00728R000100010023-7 


The following procedure will be followed by the Personne] — 
Branch in handling Employment Review Board cases which are referred | 


to this office by the Exeoutive for Inapeotion and Seourity. 


es The Exeoutive for. Inapeotion and Security notifies the 
Chief, Personnel Branch, when he is referring specifio oases to the 


- Employee Review Board for. their consideration and recommendation. 


Upon receipt of thia memorandum from 1&S, the Peraonnel Branch will 
forward the andividual, gonoerned a letter advising him that he is. | 
suspended tor & TAximumn period of 80 days during which time the Board 
will review his case and make its recommendation to the Direotor. 
Attached to this letter will be a form letter to the Chief, Personnel 
Relations Division, on whioh the individual concerned may notify thie 
office of his desire to (1) appear personally before the Board, | 


(2) submit written data and information relative to his oase, or 


(3) deoline the opportunity for either of the above. At the time this 


Notification is forwarded to the employee, the Chief, Budget and Finance | 


Branch, the Executive for Inspection and Security and the Assistant. 


Direotor concerned will be notified personally and by hand-carried 


memorandum from the Chief, Personnel Branch. 


Approximately twelve days after the notification has been 


issued, the Employee Review Board will consider all factors relative — 
to the case and forward their recommendations to the Director. Any 


information received by the Personnel Relations Diviaion will be for- 


warded to the Exeoutive Seoretary of the Board prior to their meetings. 


If the employee wishes to appear before the Board, the Chief of the. 


‘Personnel Relations Division will ascertain the date of the hearing and 
Will notify the employee of the time and place of the hearing. 


During the interim period, if a suapended employee desires — 
to resign, the proferred resignation will be accepted and processed by 


the Personnel Branch. Proper notification of such sotion will be made 
to all concerned by the Chief, Personnel Relations Division. After all 
factors relative to the individual oases have been considered and the | 


Board has made its recommendation to the Director, the Executive Secre- 


| tary will advise the Chief, Personnel Branch, of the Direotor's decision. 


Met Faa OY Re aacy eed yt dated NIT DLS BE ETRE alba gles San LES et PAE LTI aet gTR eetet B Lat ate TAS ATONR 8 PMR SEAT dy Dg te OE, en TWAS a tan Riek doe absentia LING oicinga dh Medel Cet 
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Upon receipt of the deoision, the Peraonnel] Relations Division 
will (1) advise the employee, the Finanoe Branch, the Executive 
for Inspeotion and Security and the Assistant Direator concerned — 
of the aotion for individual cases, and (2) retain complete reoords 
of the individual actiona in the Pergonnel Relationa Division. 
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. -Pergonnel esench 
Room 116, North Building 
.2430 E Street, Nv. W. 
Washington, D.C. — 


Attention: Chief, Personnel Relations Division 


‘This ig to connowisies fecoipt of your ‘letter 
i and to inform you that I desire: aa Ae y 


caliente BREE ed a tel eer cain meaner 


~ dated 


af fe 
(Please oheoke,emme) 


Lee Une deshtetat dete TH 


. | ; i | 1) To appear in person before aS | 
Pe as . the Employment Review Board | i 6 ogee ee 
ra at, tocowmemtowen, crs SolEvnnt adie ont) 


| 2) To suimishin writing edd ey MEY | me ae 
Ad | 
AkinuA eese for consideration | | * fe Lok 


by the. Employment Review 
Board. Stalistet & a 
Mbcccd 


#) Neither by epneste 7 eth) | L-/ | 
Bo eelpacs Stinad seipTidy 


4 abtcededl! ld Vv 
he be sory truly youre 2 
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“STATINTE CENTRAL INTELLIGENCE AGENCY 
ree ee Washington, Ds Ce 


Peet ae a ee aA Aa ARNE ETT AES ROTTS 
? 


} . ADMINTs 1 INSTRUCTION 


" suBJECTs. “impleynent ‘Review Board ai iro eed vr es ey | 


STATINTL bes (This rescinds Admini strative Instruction| ata BL a 1947) a 
fj i | 
| a : 


ae. _Sub-paragreph (c) of Section 102, National rails Act of 1947 
(Pubic Lave 253 = 80th Congress), is quoted below: 


"Notwithstanding the provisions of section 6 of the Act of. 
August 24, 1912(57 Stat. 555), or the provisions of any 
‘other law, the Director of Central. Intel ligence may, in 
. his discretion, terminate the employment of any officer 
“es ss or employee of the Agency whenever he shall deem such 

Ee termination . necessary or advisable in the interests of 

, _ ‘the United States, but such termination shall not affect 
7 the right of such officer or employee to seek or accept 
oe ; * _ employment in any other department or agency of the 
Government if declared eligible for such employment by 
the United Onntes Civil Service Cousens 


Ze This section was enacted to enable the CIA to mainited n high 1 per=- 
sonnel : standards essontial to a national intelligence agency. — 
Be to. provide an 1 impartial review, and advice to the ‘Director in the 
"just and oguttea. > exercise of his discretionary power under the Act sisted: 


abores an. ‘Enployment Review Board is hereby appointed to consist oft. 


i ee ee Executive: Director — . a Chairman 
eet bg Chief, Advisory Council ~~ Member | 
Sa |. Chief, ICAPS -- Member 


Executive for Administration=~ Member and Recorder 
‘and Management 


: De Rng General Counsel ‘“- Law member without vote 
Ho Executive for Inspection -- Advisor to the board 
OS POO BaP ia ee Gy ee end Security : without vote. 
Each Assistant Director -- Alternate members to sit with — ame 
a “: the Board ae the discretion 
of the ¢ n, should three eo ead 


regulation ers not be available. Petes 
fe 7 -‘Bvery case ‘Anvolving involuntary ‘termination « of a CTA ‘employee al aot 


- be forwarded ty the head of the: appropriate Office or stare seovien to the 
oe Ghiet, Personnel Branch, a, Bees with all: applicable reports of 


ioe pee ST 
oe iobe ae SIRICTED 
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| ie : - | invegtigetlon and thier pertinent records, | | : | ; 
b. If the Chief, Personnel Branch, astenetaces that final adminis- 4 
i | 3 E trative setae by his office is not feasible, he shall immediately fore : | 
| | : 7 : | ward the record directly to. ‘the Board for its consideration, — | | | 
| : ; ‘ a | AG the time records are forwarded to the Board the Chief, Pere Se | 
| : sonnel Branch, will mony the individual concerned that he is suspended , 
| | from duty under the provisions of this memorandum due to failure to | 
, | pa _ Meet the high CIA standards for its employees, end will include in the : 
| | notice the following information: a ee. | 
| | (1) The case will be considered by the Board within two , 
| | weeks after date of the notice, | | | 
: | | (B) ‘The employee may submit to. the Personnel Relations Divi- 
! ‘Sion, Personnel Branch, a written statement ae be considered by | 
) F the Board or a request to appear in. person before the Board. No 
individual will be brought to Washington at governnent EAPenee: to. 
appear before the Board, 
MP Thaeaes in connection with suspension notices should : 
Bf | be made to the Chief, Personnel Relations Division, Personnel 
| | Branch, | | 
; / - ; d. "Suspension motiees will be sent by registered mail to the home’ : 
| adtbece of the individual Bethe suspended, requesting return receipt, | 
ae The Executive for Inspection and. Security may refer directly to the. : 
; ce 7 : Board any case pBEderne within the scope of his functions. He will immediately — , 
oo | inform the: Chief, Personnel Branch, of such’ eerironce and the basis therefor, ! 
j . _ requesting suspension and notification of the individual concerned as Provided : 
| : by, paragraph 4 above, . | | | : 


——RESTRICIED 
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ce oe - RESTR RICED. ec ee 
i oy wal @ ; | "4 : 
ke Ge Chief, Personnel Branch, iy omen at the earliest practicable i 
: date Av ‘names of suspended individuals who desire to make statements | in : 
ot a Appearantes = | 
i person before the Board and will arrange a schedule for such seebemonts : 
| 
; directly with the Board recorder. 
fe 
pe“ Written statements received from suspended employees, WEEE 2 
f resins actin Nm nem eres inners enn Fy a etc F : . AS i 
{ ‘forwarder. directly to the, Board progr ser gy “aes | a re soe 
' a ee oe 24 
; Te The Board Wall give full consideration to each CABG, including volun= zm 
tary WHEELED: or verbal statements of individuals concerned, a and such additional 
E 
oF evidence as may be deemed necessary; and prepare & written recommendation to 
og the Director. The recommendation will be signed by each voting member of the 
' . = Ss | ine! ld nde 
a Board, noting concurrence or non-currence in each CAS. DRY member aang sche 
, 2 
her member anigferasor may append an individual signed commen e: The conmeteee 
| 5 record of each case Gonetee eee by “the Board will be attached to the Board's 
| recommendations for the information of the Director. 
| i: Be The Director's determination in each case will be final. If his 
: 
decision is to terminate cmploynent, notice of separation to the Civil 
! : 
| Service Commi ssion will state only that separation is decomplished by order 
| 
| on the - Direotor under ‘authority granted by sub-paragraph (o ) of. Section 102 : 
; | of the Netional. ‘Security Act of 1947, without further amplification. 
CE ae . ‘ 
| 4 R. He He a SORE oie 
pir Pees eg | | s 
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ADMINISTRATIVE INSTRUCTION . 
weer Lp 


SUBJECT: 


“Baploynent Review Eoere. 
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DRAFT 
Dts- 7 Oot. 47 


Paragraph 3, Administrative eee mee él july 1947, is: 


amended to read: 


"3S To provide an impartial review, and advice to the Director in 
the just and equitable exercise of his discretionary power under the Act 


Executive Director _ _ 
Chief, Advisory Council ated 
Chief, ICAPS -- 
Executive for Admini stration 
and Management =~ 
General Counsel — 
Executive for Inspection <= 
| and Security . 
Each Assistant Director -- 


7 EST ne cE 


8.79 GLEN Ea nae a acre arene nt mao 


quotes above, an Employment Review Board is a appointed ue consist of’: 


Chairman 
. Member 


Member 


Member and Recorder 
Law member without vote 
Advisor to the board: 
without vote 
Alternate members to sit 
with the Board at the 
discretion of the chairman, 
' should three regular member s 
not be avai lable. be 


sac nSg arene ETO REN TE ERETISS 


- En Gece ee ce ERO Pa hg eee nee SOOM HEN OEE STARR I I A st a, MRNA TTT 


erie penne nero feeneny 


- : j : 
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MEMORANDUM FOR THE EXECUTIVE FOR A & M 


cur completely in the general provisions, and consider it a 


- the following conments: 


It is assumed that this will be modified in accordance with 


appear and submit written statements, and I suggest that 
the form. state, "Please check as appropriate", | 


Movember 1947 


Subject: Revision of Employment Review Board and. 
Procedures Order _ 8 


1. With reference to your draft of 6 November, I con- igo 


considerable improvement over prior procedures. I have only | 


(a) I have suggested a minor grammatical change | : 
in paragraph 5, upon which I place no great importance. 


(b) In paragraph 4b(3)(e), the first sentence is pe 2 
subject. to possible misinterpretation, as it conceiv- ; ; 
ably could be read so that the "him" refers to the 

employee. This would infer that the Board might recom. 

mend directly to an enployee that he resign. ‘Such an. 
interpretation, of course, is farfetched, but to forestall 

the possibility, I suggest: ; 


"the employee may resign without prejudice 
at any time prior to final action by the Director, 
which action Will be taken on the recommendations 
of the Board after completion of formal proceed= 
ings" . , 


In the second sentence of that sub-partgraph, is it | 
possible that the Director may wish to accept a resig- 
nation as his action, and provision should be made 
for such a situation? | 


Qe Attached to the proposed Order isan unsigned and 
undated memo dealing with procedure of the Personnel Branch. 


OE ae Ol REE 


the proposed Order. Also attached is a form of letter to be 


“sent to employees so that they may check their wishes about 
- appearance or submission of a statement. The form states, 4 
"please check one", referring to the three situations. We — ~ ad 


have previously had several cases where persons wished to 


* om 3 1 ity teen J ; 
Hae } mee Ted 
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a RESTRICTED 


Executive forA&M  -@=  ... 7 November 1947. 


3. I wish to state that I concurred in the: memorandum 
from the Chief, Budget and Finance Branch concerning the. 
advance of annual leave prior to its submission. _ 


STATINTL 


LAWRENCE R. oH 
General Counsel. 
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| TO oe Executive for Admini stration and. Managenent i DATE: 6 Novenber ‘1947 


(meen GNIDENTINE > 


a Office ‘Memorandum °- UNITED STATES GOVERNMENT 


FROM: chief, Budget and Finance Branch 


‘SUBJECT: Granting of Annual Leave : in lieu of + sunpensions . 


' In connection with the subject petteiiing to the granting of anmal leave 
to certain employees in lieu of suspending them pending final termination as to 


their future employment sake pide it is desired to set forth certain facts and i 
suggestions. — . ae 


, The annual leaye regulations provide in wit as follows; 


& <A Temporary employee cannot be advanced annual leave i.e., annual 
leave becomes available to suoh employees as it is earned. 


(De Advanced annual leave cantiot be granted to a Permanent eaployes 
until he has completed his first year of service. 


Oo» A Permanent employee who has completed one year of service may be 
advanced annual leave at the option of the Agency concerned not to 
exceed the amount which he would accrue as of the end of the current 

oalendar year. As of $1 December of each year, unearned ennual leave 


must be liquidated by refund. | 


Experience has indicated that except in unusual ye meritorious cases, 
At is advisable not to grant advanced annual leave, It is difficult in most 
instances to effect collection for such leave when it is not earned and in cases 
of termination, a claim against the employee's retirement fund cannot be prow 
cessed by the Civil Service Comission until the employee makes an application | 


_ for refund. Under present statutory restrictions, an employee who has had ten 


(10) or more years of Governnent service cannot have his retirement refunded and | 


| ds entitled to the proceeds of the retirenent deductions only ‘when he reaches 


‘retirenent age or death occurs. 


The usual rule is that when an employee ie to be separated or suspended, 


he. 4s notified of the action 50. days in advance and remains in a duty status, 


or in an epproved annual leave status (provided he has sufficient accrued annual 2 
leave to his credit) unless such action “would be otherwise detrimental to the : 
interest of the Governuent, or would be otherwise injurious to the eaployee, re 


his fellow workers, or the general public". In sich cases, the employee should | 


- be placed on annual leave provided that he has sufficient annual leave to his 


credit; otherwise, he should be suspended (although for our purposes LWOP would 
be preferable) : for such period or periods during the 30 days as may not be | 
covered by accrued anmel leave. (refer to CSC Personnel — chapter Biel). 


When annual ‘Leave is advanced and an employee is teruinated or resigns. 


without. liquidating the unearned portion thereof, the Certifying Officer is Liable : | 
under existing Law for the enount of the ees The lodging of a claim oe 


: - CONFIDENTIAL 
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against the employee's retirement account with the Civil Service Comission 
does not relieve the exception taken to the Certifying Officer's account. 
Be Consequently it is not only somewhat unfair to expect the Certifying Officer | 
a3 _' to approve pay rolls covering advanced wnnual leave in those cases where ee 
7% there is some doubt as to whether or not the employee will return to duty, he We eat 
but it is difficult for such boat Gerestying, officers to qonsetenetsanty: . 
. oortity the pay rolls. 3 _ ce 


a a a. In view of the cirounstences end restrictions as indicated nite. A ss 4 
} of +) i Le recommended that only current accrued leave to the credit of an eaployee a 
_- de approved and allowed to permit him ‘to continue ts a pay status in lieu Lae 
ef oe a notice of aca a 
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Smeg ORFIDENTIAL . 
oe Office Memorandum UNITED STATES ai rmaona 


To a oe Deputy Director, . < : DATE: 3 November 1947 - 


FROM: ‘Ixecutive ‘for. AaMl 


SUBJECT: Enp loynent Review Board 


le: I concur in paragraph le 


2e a Do not concur. Board recorder Sheuve iAforn Personnel Branch, with 
_.. instructions for restricted handling. We should continue to make the Em- 
. ployee Kelations Division. the main point of contact for these people, and 
we should not set up a separate administrative activity on the part of the | 
Board.” We should also continue to keep. Ente? Heads: advised of these actions. 


De: 7 do voeommend,: however, that where we can we should indicate,in our 
written notification to individuals y, broadly ees we are considering their 
cases, such as: 


’ Personal associations 
Indications of connections with subversive activities 
Indiscreet public comments » 


Co “Individuals outside of Washington cannot be called | personally except 
at own expense. 


Se ‘No employee will henceforth be put on LWP status on this account. | bag, 


- gave, instructions: some time ago to handle all future cases on a leave basis. 
I continue to believe, however, that if we feel that we have sufficient basis 
to’ formally consider a case before the Board, and call for statements from or 


personal appearance of individuals concerned, we are not justified in permitting 


them to come to work until final action has been determined. ar: 


rN You and the Director must determine this. My personal reaction would 


be one of relief. Actually, it might be better to have the recording done by 


@ non-member with no other interest in the proceedings.. Suggest that we con- 
sider | = for this purpose. | —s 


CONFIDENTIAL, == 
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Changes | in Employment Review Board. 


i. Cases should be first referred to the Board. to determing 


acceptance ° 


2. The Baard, if it accepts case:, notifies the employee in 


| writing of the fact that it has been alleged that tie does not meet 
‘thems tandards of ou, and directs him to appear before the | 


Board for a hearing. 

. 3s Further action is much the same as at present, except T 
recommend that employee not be put on EOE status unless, in con= 
sideration of Executive for 1&8 and the Board, a grave security 
risk would otherwise be entailed. | 


he I further recommend that the General Counsen be the Recorder 


f the Board in addition to his duties as Law Member. 
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DRAFT 
71 Dee 1448 


as 


see | : ~  STATINTL 
| CENTRAL INTELLIGENCE AGENCY | , : eS 
Washington, D. c, . 


ADMINIPIVE INSTRUC TIO | 31 December 1918 
NUMBER, ae | ig C8 Sin ee 


SUBJEC Employment Review Board and Procedures 


STATINTL = | 


STATINTL 


| membership of the Employment card announced by 

Parag! 3, Administrative Ins tmctiod | dated 1) November 
19K7,changed as follows: oe : | 
Executive: . er: =- Chairman | 
Chief, Advisory Council : -~ Member 

‘Chief » ICAPS ~ i | 2 es Member 

General Counsel - .... 77 Law Member and Recorder 
: Clea aaah ~~ Without vote 
~~ Advisor to the Board 
: ; . : . without. vote 
* Bach Assistant Director . -- Alternate members to sit with 
: 2 —_— . the Board at the discretion 
of the chairman Should 
three regular voting members 
not be available. a ye 


i Chief, Inspection and Securi ty 


‘Re He HILLENKORTTER 
Rear Admiral, USN | 
| | Director of Central Entelligence | 
DISTRIUTION: 411 GTA Employees : 


well g ase Ye PS , 


ee ee 0100010023-7.” 
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Paes 
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CENTRAL INTELLIGENCE GENCY | 
Washington, D. C. 


| ADMINISTRATIVE Te RICAN _ | “31 December 1948. | 
NUMBER ; | . oo: oo oe 
oo . a ee ~ STATINTL 


SUBJECT: “Employment Review Roard and Procedures 


i aig Shae alin ote ed eee 


secre 


ete ge 


STATINTL 


The membership of the Employment Review Board announced by a 
paragraph 3, Administrative Instruction | dated 1h November 3 
LON? is changed as follows: . 3 

Bxecu tive : <- Chairman 

Chief, Advisory Council . -- Member 
Chief, ICAFS | -~ Hember | oe 
General Sounsel _ _ == Law Menber and Recorder _ an 
ee without vote . "a 


chief, Ins pection and Security -- Advisor to the Board 
a ywithout vote ~ 
Rach Assistant Director -- jlternate members to sit with 
oe 7 the Board at the discretion 
of the chairman should 
‘three. rezular voting members 
not be available. , 


STATINTL 


Re H.. HILLENKONTTER . 
_ Rear Admiral, USN. po 3 
Director of Central Intelligence» . ok 


- DISTRIBUTION: ALL cTA anployees 


RESTRICTED 
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CENTRAL Ii Vs SLLIGENCE AGENCY 
Washington, D.C. ; 


NUMBER 


“DMINISTRATIVE NGTRUCTION 3 December 19148 


we lgpeleta ath Wes. 


SS bpd id sae, 


STATINTL 


SUBJECT: Employment Review, Board and Procedures 


STATINTL ” 


‘The membership of the Employment Review Board announced by = 4 
paragraph 3, -.dministrative Instruction dated 1h November = 4 
LOT, cis changed as follows: mane Go 


Executive - . - «e Chairman 

Chief, Advisory Council —_ ‘a= Member 
: . Chief, ICAPS | ; -- Member 
iE Eg hs General Oe | =~ Law Member and Recorder 
a - ae =. without vote 
: oe . chief, Ins section and Security -~ fdvisor to the Board 
oo : ra oe | -°, - without vote 
§ '-. Rach nciietagt Director -- Alternate members to sit aah 

A oy Ser Ve the Board et the discretion 
of. the chairman should 

re . age ge : three regular voting members. 
e Me. oie a : a not be available. 


fore STATINTL 

R ° aa DS oa) : . 
Rear Admiral, USN . 

- Director of Central Intelligence 
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_ RESTRICTED | : 
CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 
ADMINISTRATIVE INSTRUCTION % 8 November 1950 
| nO: ee i | i ; =. 0 STATINTL 
SUBJECT: Employment Review Board and Procedures ye, pe 
| ae “hy we Pa |. STATINTE | 
. 1. The membership of the Employme ri ard, announced by 
paragraph 3, Administrative Instruction |_ dated 14 November . 7 
194 as above, and as amended by Administrative Instruction é5 
dated 31 December 1948, is changed as follows: | STATINTL 
Executive or Deputy Executive os) Chairman 
Any two of. the following to be . 
named by the Chairman for each 
case: eos. «Members 
Assistant Directors, Staff . 
Chiefs, and their deputies. 3 : 
General Counsel or - Legal advisor and 
Assistant General Counsel recorder without. 
a hE vote. Sat 
Chief or representative of ~~ Special advisor 
Inspection and Security Staff without vote. 
(No individual shall sit aS & member of an Employment Review. Board 
convened to consider a case of an individual assigned to his Office 
or Staff.) fa TE a sae _— STATINTL 
-.  @,. References ‘in Administrative Instruction [to the . 
“chief, Personnel Branch, A&M" should read "Personnel Director". pees 


FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


Executive 
DISTRIBUTION: No. 3 
RESTRICTED 


tails 
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